g4 jé,q'
Approved For Release 2006/12/04 % DP72-00039R000100340008-4

ﬁx {h& A

v -

24 August 1970

MEMORANDUM FOR: Chief, Support Services Staff

BUBJECT i Reasponse to DDS Reguest for R&D Propesals

1. As requested I have received from my staff many proposals
related to future Research and Development in the fleld of recorés.
The details as received are in the attached eleven pages and they
have been sumnarized below for your convenience:

25X%1

sgggesta:

. In depth studies towsrd greater compaction of records
in storage, but the new techniques must avoid jeopardizing related
operating procedures.

b. Resesrch to identify positione essential to continved
Agency operations to lnsure the timely training of replacemént
personnel.,

¢, The need for more office space demands a review of
new securlty technology t- permit greater use of shelf filing
instead of safes to gain spsce and cut equipment costs,

d. Two inventions in shelf filing ssve floor space --
Movable shelving now uses formerly wasted alsle gpace and
a "Cherry Picking” machine in nerrow aislee reaches high
shelves to select boxes of files -- Research to combine the
principles of both inventions could save additional space.

recommends 25x%1

a. The files of the Suggestion Awards Committee be reviewed
by a knowledgable R&D individual for ideas,

b. The automation of the Records Control Schedules and
annual Iinventorles need study.

¢. The use of Video-files should be considered.

suggests:

&. Development of a microfilming device that can up-date
previous filmes.

25X%1
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b, Greater use of Computer Output Microfilm {(CoM)
for large computer runs for the 0ffices .f Persounel,
L gistics and Pinance.

c. Agency Reports and Regulations should be miorofilmed
for distributicn.

d. Bupport should be provided to complete the SIPS pl:n.,

¢. Component Records lMenagement Qificers should be
trained and given specified jobs to improve the Auency Records
Systems.

f, Obtain new, young, Records Officers Lo replace retiring
Officers.

g. Provide "stegin: areas” in office building besemen:s
to store records moved out of offices but not sent to the
Records Center.

25X%1

suggestas

&, An oversll effort to develop a new medium for infur k-
ation in order to discontinue using paper records:

(1) Improve microfilm input devices fur the user.

2) Improve kicrofilm output readers,

3) Bxstend Computer input/output capebility.

L) SBtudy Videc/tspe file replsy devices.

$) Today's magnetic tapes and microforms do not
provide encugh data compaction., Buperfiche ind laser mass
mawories must be expanded end exploited.

| 25%1
POPOAEE 1

a. Btudfingfundarental principles of Records Management
; Tirst then determining end esteblisghin: a basie program ther
/ developing systems and technologicsl spplication.

. b. He refers to nine wemcs from June 1967 to June 197
in which he sugrested dozens of bosic progren Improvements,

1; Organize Program on Pulicy of Decentralizaticn.

2) Create Records Munazement Committee.

3) Change asctivities of Archives and Records Certer.
{ g Establish full-time, career Records Officers,

g Train Records Personnel.

h
5
6) Formalice Records Progrom with Regulatory Ispuances
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(7) Issue a C.rrespondence Handbook.
58; Review existing Records Regulatiorn:.
) Establish Records Manageunent Ponel.

{1G) Develop Retenticn Plans for permanent records.
{11) Have Directucutes review records in Records Center.
{12) Have Comp:nents review Records Control SBchedules.
(13) Conduct & Records Dispcsition Workshop.
(1h) Conduct ennual Progrew review not : cleenup >twpaign.
(15) Inventury equipment and files by Schedule iBens.
Elﬁ Estublish Task Force to develop miorofilming criteris.
17) BEephagive Archival Prcgrom not Disposition,
18) Enler 2cords Canter responsibilisy for Archives. —
19) Retaiai;zf::fff;ffon contract to establiash Archives,
20} Estebly $DOTLA Managerent Progrum.

Use automoated document control system.

Miarofilm DDS&T cables.

(23) Estsblish nicrofiche procedure with Contractors,

(24} Automwete statisticsl results of Annual Reconls
Inventory.

{23) Use opticel seanner to index records in Reco-ds
Center,

I
oo
g W

¢, The attached menc S@POrtS | thege five innovations
he introduced in the Dircssorates:

(1) 1Include Organization Charts and "Offices of
Record" imn Records Countrol Schedules.

(2) Esteblish Genersl Reccrds Control Bchedules

(3% Include Federal Disposal authority in Schedules.

Develop Regulatory Igsuances on Programs

(5) Prepare Records Munagement Msmual for OBP.

d. He concludes thot the foregoing sre not "superficinl
but bvagic to s sound Records Program. He feels “-utside" con-
sultants sre not needed for this job. Expertise exists in the

Agency.

2. Although there was considerable talk smong the cther members
of my steff they declined submitting their idess on Taper.

25¥1

Chief, ReCOTUR RAarInigsration Branck

Attachments:
As stated

“ ] af.? I
Approved For Release 2006/1‘§ iﬂlg -RDP72-00039R000100340008-4




Approved For Release 2006/12/04 : CIA-RDP72-00039R000100340008-4

2h auust 10T

25X%1

I suggest having somevne review tne Buggestion Awords FPiles

Tor new and fantastic idesas.

Ve have discussed using Video-tape-files in the pust and

it should be considered further,

What about our effort to automate the invenbories and

Bohedules?

I am not ceriain if these e the type ideas wanted for this

project.

25X%1

25X1

DDS/SSS/RAB, 2L August 1970

Distribution:
Orig. - Addressee
1 - RAB
1 - Chrono
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